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“his regulstion mroac

~ihen polictes and proosdures for the sconcmical and
aPficlont mamgement of Agenty records, It provides oritertn o oper-
abdng the Arcvay Recurds Monagement T Jance with the Federal
lscords Aot of 1950 (Rublic lew 754) =nd applieshile Fedecs
mmm, ol gmai policies of tho Agomay.

e v B Py A

%, Theve is estallished in tho Agemwy o comgwobaneive Rewonls Mmageno!
ring tested pollcles mnd rrovedures pertaining tos

{1) The erestion of rocody;

{7} The maintenarce &nd wse of Peoords)

{3} The vital meterials of ths igenoy

{2} The mrescvwntion and dleposition of selseted recuzds.

Instdtuted to Ingove that Immortart policies and decislors are sdegustely
reonrded, that routine operationsl paper woark io kept to o minbmen, and
Mt the acesndating of unmeeessary files 15 prevented,

¢, ‘To tnsuge that records are maintalned eoomondeally md alfielently, surveys
segords classifiontion s Indeing syotans, and the wse of fDing squip-
gent and ewprilies,

) e
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grda of eoptimlng value shail be veesereed, Hoooros which o no

Tomper of cwrpent wse chall be weomptly ivensferped to the ApRecy Jaoode

Trventesrien phal? be pade and mmintained cwrrently of &ll fllep and Tiling
it ety

Ho reosords shall b aliemtod or doslroyed exospt

art {Stet, 3003833 59 Stat, 434} and thoso resulations,

notlors 294 snd 2985 of Title 18 of the United Biates Code which rolste to
HAn reod ag P6llowey

wasg, Depivering mitlic recomds, Whoever shall willfully and welawfully

somoant, ronove, witilate, Giliterate, o d8e

tmey, oF stiempt 10 0omnos

vomovs, mmiilete, sblitorate, o deslray, ory with Inteat %o

gy sutilate, obliterste, destroy, or stoal, sholl taie and corvy SRy

sy veoord, nwrocesding, wapy bock, paper, doemment, oF other thing, Filed

o depoaited with ey olork or officer of amy cowst of tho Inited Statos,

a in oany pubile offios, or with eny judicial o tlle efficer of the
tod States, shell be fined not more thep 2,000, o mpelecmed

&

vhan Lhree veurs or bolh.
w8, Uesteyeying rocords Yy edficer in charge, woover, having the cude
iody of sy Pooovd, Poeesding, map, boolk, docupsni, paver, oF other thing

spoeifiod in section 234 of this title, shall vEIifully and wiledully

Aol i
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» BAD, Took, doameni,; paper, or thing, ehall be fimed nst
more then §2,000, or fwgedsoned not sore then Usee yoars, o bothy ad
shall wwovver Zorfeil his office and be forwver sftermmrd dlsqoalified
from holddng any office wndey the Coverwment of 0w Unlted otates.?
Vital sateriale shall be ldenlified end moved 10 o repooitory for safe
keeping.
Dlapesal lists of all £8)e sordes shall bo
aystesatle retirement,

nderdiged £iling mysteme, f1ling equimment, f14ng supelics od £1l4ne
mroosdures akall be developed,
Intrewo?fice instzuctions or regulstions nay be developed 4n wmors detall
o mvet gpeeific odteatiops Tt most conform to 400 ayptemn and policiss
outliped In this vepslution snd related hndbooks
EFETIO
For purposes of this regulatdon, the following definitions soplye
Records lmolude )1 bools, papers, maps, photopraphe, £ilue, recordings
sharry mabes lal, regardicas of plystesl form or ohsractoriow
tioy made o reseived Yy any portlion of the Ageney In pursusnce of Fedepal
law o in comnoctlion with the irenssotion of madie business cnd mreserved

seveloped to provide for tholr

mr other doomps

ow sppropriated for proscrveticon ly the Apengy or fis lagitimste successor
ao weldenoe of the erganization, funcilons, pelicles, rwrpomel, deeistons,

=3
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EoseduRes, Simncial or logal trensactions, eporstions, or other activie
of the infarmabicnal walue of data comtsined thevelsn,
mtordsl made o aocguired

tiss, or beseuse

Tonerecord msterial dncludes litvery end musew

and rwagerved solely for reference or exhibition puwrvosss, extrs coples of
angs of Teferense, and stocks of i

Yital materisls e thove gpecific iteme in the possessice of the Sgemey
which are sssential to the Apsnoy on o conbinwing basls and whish, in the
svent of destruction, wonld eepstituto & serions o Ivreplacesile loss,
Foers sre printed or yoproluoed docoments with bleok spoees rrovided for
1nserting specific Infegwation, Foe letiers sve rristed or repeodused
iotiters to fwenish inforsation for repeated mallings or ope palling Yo
mmerous deptinations, Form lstters with or withoal blamk spaces,
for achoal i e infermation produced theroin, wre emelidered for-p,
Heporte are all requivenents for written reporis, one tine o yeouwrplng,
aptalbilished ‘o movide oiministeative or menaperent contyol of
Corveapindense insludes o)l magorrnds, letters and dlspatohes (wﬂwm
operchlonal reporis) st to or regelived by a person In the Aponcy in the
s astdon of his offisial duties,

FUHCTIONG AND RSPUBIRIIITLE

Chind, General lepvicon Office, It iz the reaponaipility of the Thiel,
teraral Services 00ficg to develop, instell, wnd cooprdinate lus Sdenap-wide

oxpeyt

cocnliaance Do iﬁ
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RCRND IMNANTIERT ARy DISTRIBWEION BURC

aotinued eraration, incledings

{1} Provide handhosks end other furme of written guides peytaind

{2) Conduot tratnimy mrogrime Tor leongy povesmmol snd peovide othexw Jm%
of vereopa), teehnisd) sselntance sud guidance, N

indetor rocords semiponont Munctions in those offigoy not muim
to desisrate Aven Reconds Officers, . |

{1} Desiposte an Aventy Rocords Offcer to merve ss e Agensy Archiviasd,
Gonorel Torvices i

(¢} Prepare veports and platistics on Agenay recorde sotivities,

(7) Mot we Arenor Yiatson to Fodurs) frencied with reagect to the trwanlcr

of peeorda,

& b the

3)

VA,

lotration, oo all matters pertatning to rooords,

(6) Condvet vertcdio records menscment SPTere,
{¢) Zmersise tootmioal
oorpespondancs manarsat, end reporis ménegement, Yo fmawe thet only
ossertisl seeords ave created and thet ouch reveards are of the v
which will eneble the Asoney €o oarry out offisdently Ite asslomed
C{3n)  Stamderdize the wtitlsmtion of f1liny equiysent snd Tilimg ewplios.
(11) stantardtes Filine systens and develop an Agoncy :
(12} Adsipister the Apeney's vital meberlale mrogyrom.
{13} Devolon sterdazds pertaining to the misre™ining
ewaleate and soprove nlcgvolilsdve projests.
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AT

{12) Coordisase atd excrelee technlosl cogmizmnce over the disperitleon of
Tocomin Shrevghoni the Agengy, inclvding: devolop wnd lssue dden
Pop ke cpemegeiion of regods contrcl sohedules and the dispoaition
68 rogoring aeewe wlileatc regponeibility for degigaativg wmatoriel
s nerwrocotdy nod mthoriss e wltisete dlspopiiien of roeorda,

(15} opovste an Aoengy Goconds Camber be prowider storace [or mnemreni,
canledctive and weebivel meterigl; and the clorage ond supplessntel
Cimieiiatlon of exton coplos 2 Ageney publications and lesuenons,

idxgciers snd Office Chiofa, It is the respormibility of those

afietials to soteblish witidn dhoelr mrogse o deponia Fanopessaul Loopranm s
Codined dp thia reodisilon, and 1o Ryooint Aves fecorde Ofllesrs for the

cpspte adsinlatratlion. & Dulletlme pon Hecowds CXlfger wllt nut e YO

e

o

Joired far the felloving o7fices in which ths responpibilitien of an Aven
Cpnovds O Tieor will Lo porforaed 1y reccsds spslysts from the ataff of
o Sorersl Dervices Lificor

1Y oifien of the e riap

{33 ¢oriee of Inmtelliicenns Coorddnation

Y Coneyd. Counpeld

{7} it offieo

{2} tediesl O7lice

() ol Servioes Gifice

e, ive Jlvection of o genlar wllle

o
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Wl AR

fer the imstellation and admindetvetion of & Regords Monamemont Program

for sesisred orpandeations) aress, end wills

{1} Dovies and fnptall deiafled work methods an aysten cenformdng with
estalilghed Agency guides and stendewds, o mrovide mn efflcliest Ksow
opds Hemapamont Pregram within the ares to vhieh sselgmnd,

(2} sshoedale, plan, sof comfuct pericdic recteds swwers in order 1o 4w
taildsh spovopeiate retantion, retivement, and dectenl scho

{3} Expedite the rotirezent of imactive or semlastive records to the €I
heonvds Genter,

{2} ran apd comduet studies doplamed to determdne 4he feasilility of
aiopeflining permouens reenrdg,

(5} ‘aintedn magtor inventories of secemlsied records reflscting thelr
twpe, loeation, vyolume, ond arpsngenmt,

(¢} In octlebowation with the yesponaihle divielon ehiefs, designste rot
iy comsidored to be vital matewisle snd ares
Lranoter o the reposilary.

{7) Sulemit speeified reporta on the stabus of the leoords Merogomont $70e
emm Yo the Resards Menogement end Distwdbotlon Bransh,

{2} 22t s aren Yadson to the Records Manacsment and Distribeblon Drondh
s all metters poriaining to rocords,

3 olerdesl personnel fn D methods, tedluinwes sod rwacticos

associsted wiith reedds nanagommt

dlles,

g‘;\e fw - @;,\*u *
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W Lo 86 hendbooks eovering e foldosing mubjectes
Coppespondence (use exisidng Amency ommael witdl muersoded 1y a handbook),
Foras (Reg, [ e sopliosble wnidl supsrgsded by a natboelt) .
seporim #

Sebaldiskesal of file mtations
Claseificesion apd Filing #
Standecdisetion o Filing Suppiles sd Bguipment ®
Vil Hoteriale #

ko 8

2o ba Legoed lator,

o
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